OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Change Order

This Job Aid shows how to:
e Create a change order in COMMBUYS

Of Special Note:

A change order is a way of making changes or updating an approved purchase order (PO) including a Master Blanket
Purchase Order (MBPO). Change orders are only allowed after a PO has completed its entire approval path. Only the
COMMBUYS “purchaser”, listed on the document, or their Basic Purchaser (BP) supervisor and the Department Access
(DA) super user can create a change order. All revisions to the PO are subject to the same approvals. Changes can be

made to the items and accounting tabs. NOTE: Changes to a PO appear on the Summary page.

Screenshot

Directions

COMMBUYS @ Step 1: Signing in to COMMBUYS
1. Launch the COMMBUYS website by
commpursis entering the URL
Dep NG .
R gCNG Bug, (https://www.commbuys.com) in the
& O browser or by clicking on the
1 hyperlink COMMBUYS.
2. Click on the orange Sign In button in
A the upper right hand corner.
¥ GoverN
Attention Vendors: 54 Newly posted bids - Week of 4/11
I
%) Step 2: Logging In
Welcome to COMMBUYS Enter your Login ID and Password and click
on the Sign In button.
Login ID
Password
Login Assistance
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Screenshot Directions

Step 3: Clicking on the Advanced Search
Hyperlink

COMMBUYS g

Upon successful login, click on the blue
| Advanced hyperlink next to the magnifying
News Recent Documents glass icon'

Date Catngory Tithe Document o Type Description  Status Lt Viewsd

6 (sReayie
Send

&
®
®
u
®
o
b
®

\\\ Step 4: Clicking on the Search Dropdown
C@MMBUYS e Catalog un Adarved @ :9)- ::}) 3 ArrOW

m Click on the dropdown arrow next to the
bomenclpe  Selc Doumen e O Select Document Type field.

NOTE: An alternative way to search for
Purchese Orders amm| Purchaser Orders that you created is using
Inbrogess Ry o Approwl et iy e «m.n,mm..mm Conpleetocoys  Gomnd the lcon Bar on the |eft Side Of the page_ Your
s & omaon oot O tmw O owix O Ve O smow O O Purchase Orders can be found by clicking on
S the Pink Purchase Orders icon. You would
then choose the status that you want along
the top of your results page. It automatically
defaults to “View Mine” in the upper right. If
you use this alternate way, you can skip to
step?.

EdddddD B

©
©

COMMBUYS o s [Pl s

Document Type:

® 0@ Step 5: Selecting a Document Type

From the dropdown menu, select the desired
document type. For example, select
Purchase Order for ordinary POs or select
Contract Blankets for an MBPO.

2D BD B
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Screenshot Directions

= Step 6: Searching for a Document
Dacument Type: - Match criveria: (_JERD) .
The page refreshes to display the search
fields. You can now enter search criteria to
gk ; .| locate the PO that will require a change order.
Depa Buryer
- i E “|  Enter search criteria and click on the Search
. e .| button.
Item f)l".:n[ll.::fl NIGP Class. NIGP Class item
e R . e R i e Step 7: Selecting the Document
:o‘:v‘;:or- 102172016 SHPO1PR test :“:"'w"”‘l"‘" OSOVCSDEP  Zelgha Benoett  INNOS LLC $50.000.00 5 . Sort X
R The search returns a list of purchase orders
oo . ; _ meeting the search criteria.
Click the blue hyperlinked PO number to open
Cromosoon  touas oso0r0s007  zoppatnen | NERHRTOD gp the desired document.
Tres s
l il | RPN WSS = i e NOTE: a PO must be in ‘Ready to Send’ or
ST T ‘Sent’ status before a change order can be
?733705007» CAE2NE ki 0SDO7/0SD07 Zeipta Bennett CompuTrain $.00 ¥1- 1 Progress. Created agalnst the PO. The StatuS Can be
Ciomse | cworamg | BOPETeM VK2 kabemen | Samboow | 500 selected from the Header Major Status, if you
want to filter your results.
Master Blanket Purchase Order PO-17-1080-05007-05D07-7763 r—re= ) Step 8: C||Ck|ng on the Change Orders Tab
The PO opens to the Summary tab. Click on
i the Change Orders tab.
— B s o
Fracal Year; PO Type Basant e STALUE
Organizatiee
Cepartment: Location: Type Code:
P - pumasorn " Py
gt _ [ » i p— .
e
Special iitractions:
Step 9: Clicking on the Create Change
Order Button
COMMELYS g rm @ 08 0@
Master Blanket Purchase Order PO-17-1080-05D07-05D07-7763 [ The Ch ange Order tab disp|ays_
w_ = Click on the Create Change Order button.
_cum(meon«
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Step 10: Selecting a Tab

COMMEUYS g 3 n oo RCROR Y
‘ The Change Order opens to the Items
Change Order (In Progress) - Master Blanket Purchase Order PO-17-1080-05D07-0SD07-7763 sownes 193 s0es B
— — General tab. Changes may be made on
[m_ several tabs including changes to the quantity,
Toul Cort 350 description, department, purchaser, contact,
e 1y Y S attachments, etc.
et
Commoneri9s Q
Step 11: Making Changes
= 1. Make the changes and click on the
e Save & Continue button. For this
Lz PO, the quantity on an item was
o Yo o . Ooormion yon charges wll B Changed_

2. Once all changes are complete, click
on the Summary tab.
Step 12: Completing the Summary Tab

The Summary tab provides a recap of the
changes made to the PO.

The top section of the screen allows you to

COMMEUYS o - 2@ 2 & | enteracomment for the change order.
Change Order (In Progress) - Master Blanket Purchase Order PO-17-1080-05007-050D07-7763 e |
e The Header/Item Changes section displays
e the modified field and a description of the item
modification, when modified and by whom.

Header/ltem Changes

If you would like the Vendor to approve the
change order, select the Bilateral Change
Order Enabled checkbox at the bottom left of
the screen.

e ¢ To confirm the changes, click on the Save
& Continue button.
["M e To stop the change, click on the Delete

_ Change Order button.

o Lo oo e Change Orders require approval. To
submit the change for approval, click on
the Submit for Approval button.

e The Summary tab redisplays confirming
the change order is submitted for
approval.
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Step 13: Applying the Change Order

pederlem Changes Just like all other COMMBUYS documents, a
change order may require approval. Once the
change order has been approved, it will be in
a Ready to Send status.

oty vt

5 : e Locate your Purchase Order and click on the
= . — Change Orders tab. Click on the

" ' Apply/Delete Change Order button at the
bottom of the page. Then click on the Apply
Change Order button at the bottom of the
Summary tab.

Approval Path

Thiee are i pprowsl pa Four for the change srder

ey e Fe— T . When the screen redisplays, go to the bottom
iy Curgr O || e G e and click on the Save & Continue button.

The change order now is in a Sent status.
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